Approved For Release 2005/1 117 : CIA-RDP61-0090“]&0‘000300070013-7
-

Approved For Release 2005/11/17 : CIA-RDP61-00901A000300070013-7



SECREL

Approved For Release 2005/11/17 : CIA-RDP61-00901A0003£)0070013-7
-

AHRX K

Approved For Release 2005/1 1SE<.:RETRDP61 -00901A000300070013-7



Approved For Release 2005/1 11/1'”7(":"%%RDP61 -00901A000300070013-7

Hegsengor
1+ Go te turnstile when tuzrer ssunds.
2. S3ign vocurier's "las-ified “ail Beceipt (35-16).
3. Transfer materisl to If sorting tabls.
ke “pen envelope or box of documsnbe.

5 Toart material and dsliver ﬁ4 [ boaxe 25X1

25X 1infe Lton o1

&« Full cerd from each document.

e If maltiple routing, cheek for anclosures, check-mark and dete card.
Iff from CD, re-bundle documents by 7F1 divigion.

8. Flace dosumentsz 12 SUT dox.
9. %tore cards for f£iling.
10s Tort and file cards.
Messenger
11, ¥Fiek up documents from LT box and take to sorting table.
12. “ort and place documents in pigesn holes for later delivery.

13, Dsliver.

Cutgoing Mab Capd Logwnepty (wvltiple routing)

Legpenger
1. Plok up documents at division on regular run.

2. told in bagket while compleding rounds.
3. TIrsnsport to IB sorting tadle and eart by destination.
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s Tlace documents remaining in 7%I in appropriste pigeon holes.

5. Ueliver ocutgeing documents %0 I voxe 25X1

25X 118
6. FPull card from each document.

7+ Cheok pages and enclosuree sgalnst the mat card.
8s Uheek-mark anc date card and circle sddressoe.
Yo Flace document in envelope and seal.

10s Frepare Courier's Cleesified ¥ail Hecedpt, 1 and 1, and attach to
envelope.

1l. Plage wsavelops in CUT table.

12. ¥Fils mat card. ,
(vhen mespenger roturas gignad Jouriey Recelpt, rile).

Yepsenger
13. when buszer scunds, take envelopes to turmstile.

ke Obtain eourler'es sigrature on 72 of Courler Heoelipt amd turn over
euvalopes.

15. Deliver sigred courier receipt to 25X
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sy (not ineluding paid, unclassified)

Megpenger
1. Uo to turnetile woen buszer stunde.

2. Sign Courier's Clsesified Fail isceipt.
3, Transport materisl to IB morting tatle.

ke Open envelopes.

5, TZort snd deliver mstarisl to 25X1
25X1 Infe C €l

€. Read publication for ‘71 reuting (if not om standard aistribution).
7. Maprk routing on & slip of paper and atisch slin to rublication.

8. Pull log cerd amd record irsue mumber, date received and USI routing.
{C1sesifind waterial only’.

9. Place in T boxe
Fesgenger
10+ Plek up publication, teke to sorting table.
11, “ort and place in sprroprimte pigeon heles for later delivery,
12. Deliver.

Xessengsr
1. Fiek up document at divirinn on regular run.
7?2, Hold 4in bagket while compleding rounds.
%. Tranaport to 1B gorting table sud cort.

L. Place documents remsinicg i 1 in appropriste pigeon holes,

. Ueliver elassified publications leaving o071 unclagnified 25X1
25X1 | |
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&« Record date foruardei and destimation on log card,
25X1 7+ Delivee{ or plece in CUT bex.
25X15 1ex ~ “lapaified
8+ Flaoe document in envelope, seal and atiseh (ICG sticker.

Y« Frepare Courler'e Tlassified ¥Mail Keceipt (1 snd 1) and ettaeh %o
envelope. _

10+ Flace euvelope on 00T table.

{Hoter If lesving (14, Jocument Hecsipt sud envelope will be prepared by
division originating).

{vhon signed courier receipt is ratﬁrnea, 25X1
251 Sher Unclasgified

£. Plsce publieation in envelope.
7+ Place eavelopm on 1T table.

&+ whan buzser sounds, take eavelopes tc turastile.

be Ubtain eourler's sipmeture on £2 copy of Courder's Classified ail
Heoslpte

ce Deliver sigoed ii@wisf heceipt 4 | 25X1

ol
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Nessencer
1. Uo to turnstile when busser scunds.
?. Sign Courier's Classified “all Reseipt.
3, Trasmaport meterisl %o IR sorting table.
Le Open envelopes snd sort raterisl.

5. Time stanp “r. Eepresentative dispatohes.

25X16, Deliver dispatches I% box.

25X 1iafe Contrel Clﬁ

7. Chetk manifest against dlspatehesn.

8. tet splde manifest for return to RI/UUP.
9, kLesd documente for CEI routing.

10. Mark routing on slip of paper (and on snclosures) and atieoh to
di spateh.

25X1 1l Laliver wl:ler plaes in OUT Dox.

(Hobpon then will deliver tne manifest ml wio places ;a

in sn envelope and hald for return to L

25X1 Lafe Contrel Clerk

12. Typs form 35~1 (on enclosures, cue -1 per enclomive, indieating only
dogument number and date).

13, Detsch #1 copy of 351 and set anide.
1L, Attach otber coplies of 35-1 to dispatche
15. Place dosuments in "UT Doxe
{Paykingen later files the #1 ceples of the 35-1)4

-5~
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Espgenger

16, Plok wp document and take to sorting table,

17s Sort and place in pigeon holes for later delivery.
1B, Deliver.

Outgoing Dispetehes (7F] - originated)

Eqpserger
1. PMek up document at division on vegular run.
2, Hnld ip basked while completing rounds.

3. Trassport to IE sopding tadle und sart.
ke Deliver teo boxe
1 Cont <

25X1

S+ Check dispateh for saglomures, coordinetion and releace, security
clasgification, signature and welght.

6+ Write TFO and pouch nuabers on coepies of dispateh (If finiched Intellie
genee, irorint sccourtability stemp).

7+« Detach 0%1 stay-beek coples of dispateh.
8¢ Typs 35-1 and detach ¥1 cepye
9+ Dastroy coples of 35el.

10. 1If necessary, prepere weizht limit waiver request (1019) ami stiach o
dinpateh,

13. Plsce sutgeing copy of dispateh in DUT box or deliver te 25X1

12+ Place stay-hsck coriss of diepateh i{n ©UT box.

{Bodeon then Pilex #1 of 35-1. Mespenger plcks up stay-beck ¢opies and
places in ap ropriate pigeon hales far leter Jdeliveryl.

25X1 Clerk
13e Maee diepatch in envelope and nesl.

wliw

SR R
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ibe Prepare Courier's Classified il Reoeipt (1 and 1) aml attaeh to
envelope,

15. Plage envelops on 'T tadle,

{When signed Courier .eceipt is received, 25X1

Mepvonger
16+ «hen buszer sounds, teke envelopes to turnatile.

17« Obtain ecurier's signature on 2 of courier receipt and turn ever
envelopes.

18. Oeliver signmed courier receipt to 25X1

’T‘

SECRED
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Hegsenger
1. Go to turngtile when busser sounds.
2. Zign Courler's Classified ail Heceipt.
3o Transport material to IB sorting table and spen envelopes.

he Sort masterlal and place unclassified eables in appropriate pigeon
holez for later delivery.

5e Deliver claseified cables 25X1
25X 1kafe Contrel Clerk

6. Type 35=1 for sach cable.

7+ Dstach £1 of 35-1 and attsgh other copies of 35-1 to cable coples.

8. Place cables im 00T box.
9 Flle 3Selig,
10, Plek up cables and take to sorting table,
11, Sort and place in pigeon holes for later dslivery,

12, Deliver,
Outgoing Non-CIA Cables
Hegsenger

1. Pilek up at divieion :n regulsr run.

2, Hold in besket while completing rounds.

3s Transport cable to IF soxrting tadble,

be If remaining im 351, place in sppropriate pigeon hols.
25X1 5+ Deliver sutgoimg cable to
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25X1 Clap]

é, Detach one copy of 35-1 and pet aside for later filing..

7« Flace cable in anvelope, ssal and attzch CIC sticker.

8. Prepare (oupier's Clzagified Meil Reeceipt (1 and 1) and sttach to
envelope.

Y« Flace envelope on OUT table.

'“(m;ps? later files 35-1, When signed Courier Receipt is received, she
files),

Hepsenger
10, Wwhen buzwer sounds, Leke mavelopes to turnstile.

11, Obtain courier's signeture on #2 of Courier Receipt and turm over
envelope.

e

Cree E;‘E
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L

1. Go to tarnstile vhen busser sounds.

2. Sign Courier's Classified Mail Receipt.
3. Transpert mterisl to I3 sorting teble.
b. Open envelopes and sort materisl.

3¢« Time stewp sdeinistrative documents.

25X1 6+ Deliver tﬁl

T. Reed docusent for OSI routing, wxoept ACTION.

8. Attash cover shest (51-10) to document (yellew - ACTION; pink « BoR-ACTION).
9. Type 3%-1 for essh document.

10, Cirele mxé slassification on ecover sheet.

'u.m#:tersﬁ‘lmmfwumnnq.

- Attash all coples of 331 to docusest.

25X1 13. Place document in OUT box. }M?lﬂ%ﬁl}.
L
16. Plck up documents from GUZ box end take te sorting table.
15. Sort and plece non-ACTIOH documsnte in pigece boles for later delivery.

15, Deliver :mw 11&?&1: to Bxwoutive Ufficer's office; Ssliver som-
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Beapeager

1.
2.

3.
b,

b

Te

8.

9.

11,

Piek vp from division on reguler rum.

Eold in basket while completing rounds.

Transport t6 IB sorting teble sad sort hy destinaticm.
nmnwx.mmmmm‘
Beliver cutgeing documests tol | 25X 1

Iog cut on form 36.14.
If clessiried snd leaving CIA:

. Batesh cus copy of Document Receipt and hold for lat filing.
b Cheek for espiooage stamp. ot for Juter

Plasce dosument iz envelope (with Document Reseipt attashed if classifisd
and lsaving CIA), seal el s¥dach CIC sticker (if classified).

If elassifisd, yrepare Courter’s ¢ M ,
oo ’r:wa lassified Meil Beesips (1 5 1) and

If sppropriste, prepare Postage Slip (35-11) end sttach to envelope.

Place suvelage cu OUT table. (she thea files copy of Docummsut Beseipt.
mmrmwtummmmmu. Mnﬂ:ﬁ
wwumdm, she dastroys the unsigned copy in the

ILLEGIH

ig.

ib,

Voen bummer scunds, take envelopes to turnetile.
Cbtain ecurier's siguature on § 2 of Courler Receipt.

-11-
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Mospenger

1. Gv to turnstile when busssr sounds.
2+ Bign Classifiod Cable Reseipt.

Detach sidl sign Claseified Cable Receipt iuside envelcpe sxd set amide
for retarn to Signal Center.

7+ Pesd oshis for OSI routing, sud wark routing on coples of DOB-ACTION

8. Attach yellow cover shest (51-10) to ACTION oable.

25X 19+ Deliver m| sad plase in OUT box.
10. Deilver signed Csble Recsipt whoe places in enve and
returas to Bigaal Center), or 0T bowx. Aape

11. Type 3%5-1 for sach aadls.
2. mmﬁxwa&»xummmnnu.

13. ACTION csdles: Attech copies # 2, 3, and & of 35-1 to cover sheet and
ecpies # 5 and 6 to cable copies.

BOR~-ACTION: Attach otimr copiws of 35-1 to cable copies.
o5X11%« Place cedle ia OUT box. then tiles § 1 of 35-1.)
Megmonger
15. Piek up cadbles and take tc sorting tabls.
16, BSort and place non-ACTION cables im pigecn holes for later delivery.
i7. Deliver ACTION cable immediately to Ewscutive Officer's offive.

18. Deliver son-A0TION on rcgasr FUlls
Approved For Release 2005/11/17 : CIA-RDP61-00901A000300070013-7
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Nepgomger
1. Plok ap 4itto mester at divisicn on regular yum.

2. UWold in daaket while completing rounds.
3. Treaaport to I8 sowting tadla.
25X1 4. Sort and deliver

5. Read 4100 maeter for proper relessiog end authenticstion.
£, Detech last carbos md set ssids for filing.

7. Pisse €iste master in OUT box or deliver to then 25X1
filss the eable copy. 7This is destrayed when T o0 cOpy
is veosived.)
25X1 glerk

8. Place document is smvelope, soal asd attash CIG sticker.

9. Pregare Courier's Classified Nail Beceipt (1 & 1) and attsch to
ouvelope .

25X1 10+ Plse cuvelope én OUT table. file2a sipmeé Courier Teosipt
when returned. )

ILLEGIB
1l. #ach busser svunds, take smvelope to turmstile.

12. Obtain courier's sigmatare oo 7 2 of Courler Receipt and turc over
auvelope

2

13. Deltwer aigned Courier Receipt w| 25X1

i X2
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2. Bign eonrier’s Classified Mail Receipt.
3. ‘Transport meterisl ts I3 sortiag table.

25X1
25X1
5» Resd document for OBI rexting.
6. Mark routing sud dus date on document.
T« Flaoe ccument in OUT vax or dsliver 25X1

8. Type 35-1, includiog dus dnte.
9. Dwtash # 1 of 35-1 snd set aside for lator filing.

10. Attash § 2 and 3 of 35-1 to document snd destroy other coples off J%-1.
25X1 31. Place documsut in 2UT box. Fwﬂmélaf%l»}
Messenger

12. Piek up documents from OUT box and take to scrtisg teblo,

13. Sort snd plase dcewmmwnts in pigeon holes for later deltvery.

k. Deliver.

So ohangs frem present procefdure excepl: substitule § 1 of r£1lad 3%5.1

Approved For Release 2005&E€RE EiA-RDP61-00901A000300070013-7
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Neapaenger
1. Qo to twrustile when busser § .
b. Open suvelope, sort aaterisl and deliver wl .

5 MMM%‘LM&;, {To Support Staff if in resposes to
regiiremnt. )

6. Type 6016 (1 & 4).

T+ Detash 7 1 of 60-15 and sot aside for later filing.

8. Attemh other copies of 60-16 %o document.

9+ Place documsat in (UT box. (Bsha then £iles §0-15 by due date.]

10. Pilek up dooument from CUT btox and take to sortiog table.
11, Sert sl place in pigeon holes for later delivery.
12. CDeliver.

25X1

13. s 50-16, with routing indiestion, ummmwsmr

1. Plok up at division oo regular run.
2. Hold in besket whils completing rounds.

Approved For Release 2005*1?1%-CIA-RDP61-00901A000300070013-7
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25X1
25X1 tafe_ .
5.« Pull 60-15 from due dats file end recard dste retumed.
6. Plsse docwmnt in OUT vox or deliver to 25X
T Ro-file §0-16,
25X 163exk
m:m?wagwmwwmwwww
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1.
2.

3.

b

5.

6.

T
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Registered documents.

Wummwngumm,

mmmnz ¥o ehenge proposed, pending orestion of new
CIA T.8. procefures by OCB.

Purchase crders snd respomses: No change in procedures.
rother m| to handle.

Reguewts for msterial from Reccrds Ceatar and respouses: Ho cheng»
mﬂmamwzwaaxa*m,mmxumz
of new fors,

Trapalation requests spf responses: Ne cheage in procedure. |:|
to handls.

Specisl Intelligence:
[ OCI to o all rowsing to O8I division end staf?f.
b mwuwmumamwmmmmmm

mazner a8 other 8. Y. Voen Qelivering “Eyes cnly”, messenger 1o
chtain sigsseture on the log ehit.
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